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Logging in and Navigating Decisions

Logging in and Navigating Decisions

1. In your web browser, navigate to decisions.kennesaw.edu. This page can only be
accessed while on campus with KSU Wi-Fi, or while using the VPN if you’re off
campus. To download the VPN, please visit https://uits.kennesaw.edu/vpn/index.php.

2. If you aren’t already signed in, you will be presented with a KSU sign-in page and
required to complete a 2-factor prompt with Microsoft Authenticator.

B8 e &
H KeNNESAN STATE
by S
Sign in
§ Approve sign in request
someone@example.com (@J pp 9 q

@ Open your Authenticator app and approve the request
Enter the number if promped.

Please use your Kennesaw State University email address Didn't receive a sign-in request? Swipe down to refresh the
content in your app.

Forgot password?
| can't use my Microsoft Authenticator app right now

Need help? More information
This is a Kennesaw State University information system, the use
of which is governed by University System of Georgia and KSU

Policies and Procedures. Unauthorized access is prohibited.
Please use your Kennesaw State University email address

Forgot password?
Need help?
This is a Kennesaw State University information system, the use

- . . of which is governed by University System of Georgia and KSU
% Sign-in options Policies and Procedures. Unauthorized access is prohibited.

3. In the navigation menu on the left, click the arrows next to the Door Access
Dashboard and Academic Door Access to expand the folders, then click Academic
Access Request to reach the Access Request page.

FOLDERS

B, Door Access Dashboard
B, Academic Door Access

Academic Access Request

Academic Risk Approver
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How to Submit a CRN Door Access Request

How to Submit a CRN Door Access Request

Step 1: On the Academic Access Request page, click the Submit New Request button
on the top right.

% ACCESS REQUEST DASHBOARD

[ Submit New Request ]
meaan
My Pending Requests My Approved Requests My Denied Requests.
QOXRE:
L o
Case Id Crn Space Requested Name

Step 2: The Academic Access Request Form will open. Clicking the drop-down arrow in the
first field will display which CRNs you can request access for.
If your list is empty or is missing a specific major code, send an email to
dooraccess@kennesaw.edu with the major code(s) you would like to be able to request access

for.
Academic Access Request Form

Select one ormore CRNsto |
request access for: —~

CRN 82154 - ACCT 9903 - Doctoral Directed Study

CRN 81660 - ACCT 7401 - Financial Acct Theory Applic
BULK CRN ENTRY

CRN 82181 - ACCT 9904 - Dissertation Research

CRN 82182 - ACCT 9904 - Dissertation Research
CRN 82183 - ACCT 9904 - Dissertation Research
CRN 82184 - ACCT 9904 - Dissertation Research
CRN 84332 - ACCT 2101 - Principles of Accounting |
CRN 84334 - ACCT 2101 - Principles of Accounting |

CRN 84339 - ACCT 2101 - Principles of Accounting |

1
Select time access will be active from the following list: [ v |

Requested Doors (Applies to all CRNs selected above) I ADD ROW } REMOVE ROW ]

ExtDoorName

Access Justification ‘ ’

Other Needs or Requests ‘ ’

Requests are subject o policy or
technical restrictions.
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How to Submit a CRN Door Access Request

Step 3: In the first field, type the CRN, major code, course number, or name of a course.
The course information for any matching courses will appear in the list.

Step 4: Click on one of the matching courses to add to your request. If multiple courses /
sections need access to the same set of rooms, you may add multiple CRNs to the form.

Academic Access Request Form

Selectoneormore CRNS10 | Accounting X v
request access for:
CRN 84332 - ACCT 2101 - Principles of Accounting | }
CRN 84334 - ACCT 2101 - Pri n
BULK CRN ENTRY
CRMN 84339 - ACCT 2101 - Principles
CRN 84343 - ACCT 2101 - Pri
CRN 84345 - ACCT 2101 - Pri
CRN 84350 - ACCT 2101 - Principles of ing |
CRN 84363 - ACCT 2101 - Principles of ing |
CRN 84369 - ACCT 2101 - Principles of ing |
CRN 84371 - ACCT 2101 - Principles of Accounting |
Select 1 llowing list: [ v 1

Requested Doors (Applies to all CRNs selected above) [ aporow | [ Removerow |

ExtDoorName

Access Justification

Other Needs or Requests

Requests aresubject o policy or

l V

Two different CRNs with the
same name, course number

| and major code are different

sections of the same class.

You can also add a list of CRNs to the form all at once by clicking the BULK CRN ENTRY
button. Copy and paste the list of CRNs into the form, then click LOAD.

Enter a list of CRNs, each on a separate line

84332
84334
84339
84343
84345
84350
84363
84369

84371
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How to Submit a CRN Door Access Request

To remove a course you have already added, hover over the course in the list, then click
the x button on the right.

Academic Access Request Form

Select one or more CRNs to ‘accounting X v ‘
request access for:

CRN 14679 - ACCT 4050 - Intermediate Financial Acct Il

CRN 14683 - ACCT 4050 - Intermediate Financial Acct Il

CRN 14689 - ACCT 4150 - Auditing and Assurance M
CRN 14687 - ACCT 4150 - Auditing and Assurance

Step 5: Select the days of the week and time ranges that the students will be allowed to
access the spaces. The options are described below:

a. Always: Students in the selected courses will be able to open the requested spaces on
any day, at any time. Choose this option if the students require 24/7 or overnight
access.

b. M-F 7am-11pm: Students will be able to open the requested spaces from 7am to 11pm,
Monday through Friday, following the typical academic building schedule.

C. M-F 7am— 11pm | Sa-Su 7am — 10pm: Same as above but including weekend access
from 7am — 10pm.

Access will still be restricted to the building’s opening schedule. See Step 8: for more details.

Select time access will be active from the following list: ‘ |

Requested Doors (Applies to all CRNs selected above) Always

ExtDoorName M-F 7am-11pm - Academic

M-F 7am-11pm | Sa-Su 7am-10pm
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How to Submit a CRN Door Access Request

Step 6: To add rooms; click ADD ROW, select the campus, building, and room, then click
OK.

e Multiple Doors into a Room: When a room has several doors, each door is
labeled _A, _B, _C, etc. If you want the students to have access to every door into
a space, you should add each one the request manually.

e FElevated Risk Spaces: Doors for elevated risk spaces are labelled -ER. Additional
approval is required before that space can be granted. Approval is obtained
automatically as part of the workflow.

Add Door Access Add Door Access Add Door Access

Campus Kennesaw Campus n
X

Building Kennesaw Campus Building english Room n
4 al

- Marietta Campus o English Bldg

Paulding
EB:050B-UL Exterior Door

TEST CAMPUS oK EB:0528 Janitorial
EB:053-ULCL
EB:055-060-HK Suite
EB:055A Office

EB:0558 Office

EB:055C Office

Step 7: In the Access Justification field, briefly explain why you are requesting this
access. If the space(s) requested require additional approval, the approver will be sent
this justification.

Step 8: Any additional requests not covered by the form - such as building exterior access -
can go in the Other Needs or Requests area. If your students will require access
outside of the normal opening schedule for that building, request building access
in this field.

Step 9: Review the information in the form. When you are ready to finalize, click Submit.
You will receive an email notification that the request has been submitted. A separate
case number is generated for each door you selected on the form.

Access Justification ‘

‘4————— Required

<— Optional. Put requests for
building access here, if
needed.

Requests are subject to policy or
technical restrictions.

Other Needs or Requests ‘

(S
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How to Submit a CRN Door Access Request

Once all necessary approvals are obtained, a Door Access team member will review the
request, then grant it if no changes are needed. You will receive an email notification that the
request has been completed. Access is granted instantly, but the students must update their
Talon cards before the access is usable. If your request is denied, a Door Access team
member will reach out to you soon to discuss your options.
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Approving an Academic Access Request as an Elevated Risk Approver

Approving an Academic Access Request as an Elevated Risk Approver

Some spaces across campus are designated as high-risk spaces and require additional
approval by a specific approver before they are granted. Follow the instructions below to give
elevated risk approval for an access request.

1. Navigate to the Academic Risk Approver page using the menu on the left.

FOLDERS

v | Door Access Dashboard
v | Academic Door Access
Academic Access Request

Academic Risk Approver

2. You will see the Risk Approver Dashboard. All open requests needing your approval
as an elevated risk approver will be displayed here. Click on the case number for a
request you want to view.

% RISK APPROVER DASHBOARD

Pending Requests
QoM@
Action State

1 Elevated Risk Approval
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4.

Approving an Academic Access Request as an Elevated Risk Approver

The Review Form window will open. Review the details of the request, paying special
attention to the:

e Course Information

e Instructor

e Submitter

e Access Justification

e Space Requested

e Time Requested For (the days of the week the access will be active).

Reguest Details

CRN: 14462 Instructor: essvendor@kennesaw.edu
Subject: ACCT Course Number: 2102

Title: Principles of Accounting Il

Access Justification : Test multiple doors SubmittedBy : rcarteB9@kennesaw.edu
Comments:

Space Requested: S0:4007b CL

Time Requested For: Always

(Requested access will end at the end of the semester.)

Comments:

If you are satisfied with the information and justification, click APPROVE to give your
approval. Otherwise, put your reasons for denial in the Comments field, then click
DENY. An email notification of the denial with your comments will be sent to the
requester.
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Checking the Status of an Academic Access Request

Checking the Status of an Academic Access Request
You can check the status of any request you submitted by following the instructions below.

1. Navigate to the Access Request dashboard, by using the menu on the left.

FOLDERS

B. Door Access Dashboard
E]. Academic Door Access

Academic Access Request

Academic Risk Approver

2. To view open requests you submitted, Click on the My Pending Requests tab.

% ACCESS REQUEST DASHBOARD

KENNESAW STATE

My Pending Reguests My Approved Requests My Denied Reguests

Submit New Reguest

QO HDE:

Case Id Crn Space Requested Name

3. Here you can see all your open requests that are pending approval.
Click on a Case ID in the first column to view detailed information on your request.

% ACCESS REQUEST DASHBOARD

Submit New Request
KENNESAW STATE

My Pending Requests My Approved Requests My Denied Requests
QD X E:
Case ld Crn Space Requested Name
1 14676 S0:4007b CL
2 00001620 14462 S0O:4007A Storage
3 00001621 14462 S0:4007b CL
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Checking the Status of an Academic Access Request

4. The status of the request will be shown at the top of the window.

Door Access Request Details

[ Submitted Supervisor Review

Risk Approver Review

Door Access Review ]

Request Details
KsuiD# 000111222 Name

KSUID Department : BSC-AUX-Access Contral Supervisor KSUID :

Supervisor Email : essvendor@kennesaw.edu Submitted By :
Access Justification : Test Start Date :
Esxpiration Date

Comments

Access Requested

Departmaent Access Group Campus Building Room
AT.CMS. Center ATOME Employes

Approval Information

Approver Level  Hame Status Comments Approved Date

Test User

tuser@kennesaw.edu
9/20/2024 8:52°57 AM
11/9999 12:00:00 AM

5. Click the withdraw link to withdraw any open request before final approval.

KENNESAW STATE UNIVERSITY

kennesaw stare (1] Door Access Dashboard Access Request
0 e RS T

My Pending Requests My Approved Requests My Denied Requests

Case ld Action Submission Date Submitted By KsSU ID KSUID Department Supervisor Email
1 C000116 9/20/2024 8:53 AM tuser@kenn... 000111222 BSC-AUX-Access Control essvendor@kennesa...
2 C000117 9/20/2024 8:53 AM tuser@kenn... 000111222 BSC-AUX-Access Control  essvendor@kennesa...

6. You can also view completed and denied requests that you have submitted by clicking

on their respective tabs.

Decisions Usage Guide
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Setting and Removing a Delegate

Setting and Removing a Delegate
Follow the steps below allow a person to approve or reject access requests on your behalf.

1. Navigate to the Delegate Management page from the navigation menu on the top left.

FOLDERS

v | Door Access Dashboard
Access Request
Delegate Management
Risk Approver

Supervisor

2. From the delegate management page, click on Create Delegation in the top right
corner. The Delegate management window will open. Your current delegate’s NetID and
name are visible here. To set or update your delegate, click Set/Change Delegate.

Delegate Management

Current Delegate NetlD:

Current Delegate Name:

[ Set/Change Delegate ]

Exit
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Setting and Removing a Delegate

3. The Confirm Delegate Addition window will open.

Confirm Delegate Addition

Enter NetlD for new Delegate:

Validate NetlD

Name:

Exit Confirm

4. Enter the exact NetlID for the person you would like to delegate your approvals to, then
click Validate NetID to check that you have the right person

Confirm Delegate Addition

Enter NetlD for new Delegate: ‘owltest

[ Validate NetiD

Name:

Exit Confirm
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Setting and Removing a Delegate

5. Their full name will populate below. Verify the name of the person, then click Confirm to
finalize your selection, you will see a message indicating your delegate was
successfully set.

Confirm Delegate Addition

Enter NetlD for new Delegate: | |

Validate MetlD

Name: [Owl Student Il ]

All future approvals that would normally go to you will instead be sent to the person you
set as your delegate. Any pending approvals will also be reassigned to them.

6. To remove your current delegate without setting a new one, click Remove Delegate in
the delegate management window.

Delegate Management

Current Delegate NetlD: owltest
Current Delegate Name: Owl Student I
Set/Change Delegate [ Remove Delegate ]

Exit
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